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HOW TO USE THE NAME SEARCH FUNCTION -
This procedure provides instruction on how to use the
name search function.
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Note: If you are unsure of the spelling of the

employee’s name, enter one or two letters followed

by an asterisk (i.e. Da*).
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" |Basic pay- mop DFAEx  Bopt13 4 10/3171360 00050128 1013111860 1213112308
IFamiyRelaeq p|PFAES  Boni1s 10/31/1960 00050129 1043141960 12/31/9999
|Resience st U EX B9 6, Highlight the name of the  [%9%
hddonaiperso S 201 T o loyee f113393
—communicaton |CFEEX  Bub117 : 119399
— DF&Ex  Bobl18 10/31/1660 00050133 10/31/1660 12/31/9999
= DFAEx  Bobl19 10/31/1660 00050134 1073141860 12/31/3999 L |
DFAEx  Bobl20 10/31/1960 00050135 1073141980 12/31/9999 [+] [+
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AASIS Support Center, V3.0

November, 2005, Gwinnett Orr
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CORRECTION OF HIRE DATE (PA30) - This procedure
provides instruction on how to correct a hire date. This
procedure can only be performed by the Agency if the
error was found on the same day the hire action was
initiated and before time evaluation was processed. If an
incorrect hire date was found at any other time, contact the
AASIS Help Desk at 683-2255.

The person with the role of Agency Personnel Management
should contact the Agency Benefits Specialist, Agency Time
Specialist and the Agency Payroll Systems Management of
the incorrect hire date if not corrected on the same day.
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5. Enter the correct date in the ‘Start’ field.
Personnel action
Action Type Hire =}
Reason for Action o1 Mews Hire
Status
Customer-specific Mo Concurrent Employment =
Employment Active T
Special payment Standard wage type e}
Organizational assignment
Position 22076990 MANAGEMENT PROJECT ANA..
Personnel area FAB1  DFA
Ermployee aroup 1 Regular State Empl.
Employee subaroup LE Employes
=
4

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Note: After step 8, use the scroll down bar to verify
that all the infotypes were selected. If not, click on
the box next to the infotype to select. You must be
sure all infotypes are selected, so they will be
changed.

12
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An AASIS Training Guide HRPA-Personnel Administration
version 3.0

10-13

13



An AASIS Training Guide HRPA-Personnel Administration

TROUBLESHOOTING NOTE#2 =

ce ubaro Ut € s
Bt 2172004 o)
DO NOT CHANGE
THIS SCREEN. THIS
INFORMATION IS
. ALREADY STORED
L. AND WILL CAUSE
ERRORS IF

CHANGED.

3114 sulpha springs.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 10-14

14



L TROUBLESHOOTING NOTE #2

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

12. Click No to continue

10-15

15



TROUBLESHOOTING NOTE #2

| 14. Click Copy.
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Restictors |

r‘”‘ Texarkana, Arkansas T1600-0000 72999-9909 01011900 1231/9094
jrop Federal 00000-0001 99999-9909 01/01/1900 1231/90%9

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

An AASIS Training Guide HRPA-Personnel Administration

version 3.0

10-16

16



L g TROUBLESHOOTING NOTE#2 "

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

10-17

17



An AASIS Training Guide HRPA-Personnel Administration

TROUBLESHOOTING NOTE#2
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DO NOT CHANGE
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AASIS Support Center, V3.0
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DO NOT CHANGE
THIS SCREEN. THIS
INFORMATION IS
ALREADY STORED
AND WILL CAUSE
ERRORS IF
CHANGED.

version 3.0
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AASIS Support Center, V3.0
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21. Click Copy.
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Infubype Date Specications

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Copy Date Specifications
[
P | 20.Click Save. |
UE 5
03121 /200 )

Diate pe Date
0372072004 22 Camer Sarvice Date. 0972012004
09720/2004 24 Leve Accrual Date 09720/ 2004

22. Enter the correct date next to the
corresponding date type.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 10-23

23



@ TROUBLESHOOTING NOTE #3

as  System  Help
af < C@AQ S HE Shoa0 EE @m
Create Personal Data

& 2

eeeeeeeeeee
gggggggggggggggggggggg

aaaaaaaaaa
aaaaaaaaaaaaaaaaaaaaa

nnnnnnnnnnnnnnnnnnnnnn
nnnnnnnn

| Social Insurance Number already assigned to another employee —————— b | ETR (1) (515) sapetr OVR
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November, 2005, Gwinnett Orr

10-24

SOCIAL SECURITY NUMBER ALREADY ASSIGNED - If this
error message is received, “Social Insurance Number already

assigned to another employee” the employee already exists in
AASIS.

Write down the Personnel Number created for the employee
and perform a name search for the employee’s original
Personnel number. If a search does not produce the
employee, contact OPM/State Payroll Systems to have them
perform a search of all AASIS participating agencies.

If the personnel number needs to be deleted, contact
OPM/State Payroll Systems and request they delete the
personnel number.

24
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D 1 Logistics
D [ Accounting
= 3 Human Resources
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= = Personnel Management
= {3 Administration
< 3 HR Master Data

Pad0- P | Acti
gpm_ e A 1. Follow the menu path and double
2 PAZ0- Display click on Personnel Actions or enter
g PA10 - Personnel File PA40 in the command field and
) PATO - Fast Entry press enter.
) PA4Z - Fast entry: Actions

E1 ]

[ [ Info Systerm
[le][ Bl

[ [ | SAPLEMTR_NAVIGATION P2 | sapgas | INS

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1025

HOW TO CHANGE PERSONNEL AREA - To change an
employee’s Personnel area, follow the steps in this
troubleshooting note. The Personnel area can be changed
before or after OPM/Class and Comp has processed the
change to the position. To verify if the personnel area has
been changed on the position, contact your personnel with the
role of Org. and Comp. Specialist.

25
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System  Help
[‘d][% Doo0n FAE @M

Personnel Actions

(Dt f
—‘ 5. Click Execute. ‘I
)
nnnnnnnnnnn ) — 2. Enter the employee’s
From 4— personnel number.
nnnnnnnnnnnnnnn \ 3. Enter the effective date
ActionType |Personn_|EE group |EE subg.

rrrrrr

mnnos

(][]

[y I[<][»]

[ b [ETR (1) (510) sapetr INS
AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

10-26

Note: The effective date must not be earlier than the
beginning of the first pay period of the fiscal year. For
example, a correction initiated on 7/6/04 may have an effective
date no earlier than 6/20/04.

If it is necessary for the agency to have Master Data corrected
beyond the current fiscal year limit, the agency must send a
request with justification to the Payroll Manager at the Office of
Personnel Management/State Payroll (fax number 501-682-
5094) for approval.

26
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Copy Actions

] B 2| @ Gxscuteindo geoup | F Changs info group

Pers No.

MName  Turner Quartez

EE group | Regular S2aip Em. Personnelar  FAD1 OFA

EE subgroup Ut Employes BEN 32-54-1442

Start aa/20/ 2004 {3 1203119999

nnnnnnnnnnnnn
" Action Type [Ehangs in PagPosn Aribuses @

Reason 5or Acson

g \ 6. Select ‘Personnel Area/subarea change’

e _ from the drop-down list for the reason
Customer-specific Ko Concurrar

Emplomment Aelive code.

pecial payment Elandarg wag il "]

Organd: | assignment
1 Pogmol Z2aTeage MAMNAGEMENT PROUGCT AMA

Personnel ares  FABY A

mmmmmmm m

Employ e Employes

‘ 7. Enter the correct personnel area.

| Adibonal #cbons 3

Start date |act lacbon e et |Reason for ach a

OWIWI004 ZF  Hire o Hew Hirg |

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1027

If you are changing the personnel area before the change is
made by OPM/Class and Comp, then simply enter the correct
Personnel area in the Personnel area field.

Follow the steps listed to complete step 7b if the personnel area
change has been processed by OPM/Class and Comp:

« Highlight the position number in the ‘Position’ field.

» Depress the command “Ctrl” key and the “X” key (the
position number will disappear from the ‘Position’ field) or
delete the position number.

» Depress the command “Ctrl” key and the “V” key (the
position number will reappear in the ‘Position’ field) or re-
enter the same position number.
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) 462-22-5856
'08720/2004 =) 12/31/9998

Enterprise structure

Cocode ARK  State of Arkansas Leg.person
Pers.area  FAD1  DFA Subarea  08LZ  OT.StdHB

Costotr 203260 DFA 0610 DEPT OF FINANCE AND

Bus. Area

Fersonnel structure
EE group 7 State Extra/Seasonal Payrarea 11 Arkansas Bi-weekly
EE subgroup U8 Hourly Contract 1000 Hoursivear & 4——

Organizational plan dministratar
Percentage 100,00 Persadmin 117 Constagee | Stagners
Position 22078413 wOOf Time 113 Sherry Lewis

BUYER Il Payradmin 123 Lmna#ﬁim\
Job key 21867977 9999

EXTRA HELP
Exernpt N
org. Unit 21705318 DIR

Direttors Office

Additional fields
Benefits Administrator 125

<Hjmn®
15. Select.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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You MUST save the Organizational Assignment infotype in
order for the change to be effective.
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Create Planned Working Ti
8 @200 43 Click on Next record.

saroun U0
OG/207 2004 o 1243119999

OPENDE
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100,30 [ Engn. ciwdby winsrk sichidule.
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VWKl wiarkang hours [ CHT

Mansnly warking hrs. [ 0.00
Annusd working Rours. R
Weekly workdins

AASIS Support Center, V3.0 10-29
November, 2005, Gwinnett Orr

Note: On the Planned Working Time, infotype 0007, DO NOT
CHANGE THE INFORMATION ON THIS SCREEN. Changing
the employee’s personnel area does not affect the employee’s
Planned Worked Time.
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a2l L J
1509 Turner -
Al Faat
L] 43754144
19. Click on Next record.
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P&t 01 Classiied Witk haursipbrnd 00.00 BRwibky
P8 area 01 State of Arkansas
PS group 28 Level 01 Annusl salary uso
1605 o 133207
||||||||||||| S L3207 s

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Note: On the Basic Pay, infotype 0008, DO NOT CHANGE

THE INFORMATION ON THIS SCREEN. Changing the

employee’s personnel area does not affect the employee’s

basic pay.

30
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the command field.
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AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1031

HOW TO CHANGE THE PERSONNEL SUBAREA - To
change the Personnel subarea, your agency must first fill out
the Exempt Job Analysis Questionnaire or the NonExempt Job
Analysis Questionnaire and send to OPM/Class and Comp. If
OPM approves and processes your request for personnel
subarea change on the position, then your agency’s personnel
with the role of Agency Personnel Management must process
Transaction Code PA40 — Personnel Actions — Change in
Pay/Position Attributes. Follow this troubleshooting note to
complete this action.

31
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J 3. Enter the effective date.
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Note: Verify with your agency’s Org. and Comp. Specialist that
the effective date used by OPM/Class and Comp is the
beginning of the current pay period. If the date used is the
beginning of the current pay period, then enter that date in the
‘From’ field.

If the effective date OPM used is prior to the current pay
period, then enter the beginning date of the current pay period
in the ‘From’ field. Otherwise, your agency will receive an
error in payroll.
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= JIE JEERE [ EIEL

6. Select ‘Personnel
Area/subarea change’
from the drop-down list.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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Enterprise structure
CoCode ARK  State oTArkansas Leg.persan
Pers.area  FAD1  DFA Subarea  0AL2  OT,Std,HB

Costotr 383260 DFA 8618 DEPT OF FINANGE AND

Bus. Area

Personnel structure
EE graup T State ExtraiSeasonal Payrarea 11 Atkansas Bi-Weekly
Hourty Comtract 1000 Hoursivear &

EE subgroup U0

Organizational plan

Porcentage  180.00 PorsAdmin 117 Cons&ncs Co@EDgere—

Fasition 22078413 Vo0& Time 113 ghen
BUYER I PayrAdmin 123 Linda'r

Joh key 21667977 8999
EXTRAHELP

10. Select.
11. Select.
12. Select.

Exempt N
Org. Unit 21765318 DIR
Directars Ofice

Additional fields
Benefits Administrator 125 %

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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You MUST save the Organizational Assignment
infotype in order for the change to be effective.
Notice that the employee’s ‘Subarea’ field is changed.
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Create Planned Working Ti 16. Click save

(2 [ Work scheduts |
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AASIS Support Center, V3.0 10-35

November, 2005, Gwinnett Orr

Note: On the Planned Working Time, infotype 0007,
DO NOT CHANGE THE INFORMATION ON THIS
SCREEN. You MUST save this screen. Otherwise,
problems will occur during the payroll run.
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17. Click on Next record.
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Note: On the Basic Pay, infotype 0008, DO NOT
CHANGE THE INFORMATION ON THIS SCREEN.
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HOW TO ADD OTHER DATE TYPES - To add
additional date types on the Date Specifications
infotype, complete steps 1 thru 10.
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&
|®& Maintain HR Master Data
Q2 et a2

: i ——
4% 5. Click on the copy button.

i

4. Under the ‘Addtl. Employee
Data’ tab, Click on Date
Specifications.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Date tme
1 Origingd Hirs Date 8012072004
I3 Latest Hirs Data 8012072004

7. Select the ‘Date
type’ from the
drop-down list.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

TROUBLESHOOTING NOTE #6

6. Enter new start date.

Date
09/20/ 2008
0912012008

10-40
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Drate bpe
21 Originad Hire Dt B9/ 2072004
3 Latest Hirg Date LETECT T

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

ki TROUBLESHOOTING NOTE #6

HRPA-Personnel Administration
version 3.0

Original Hire Date
Career Gervice Date
Latest Hire Date
Leave Accrual Date
Las Working Day
Last Pay Dabe.
Yesting Date

Perf Eval Date
CUP Date

Trooper I Date
IC Med. Care Rel Dale

Graduaton Dabe
Anniversary Date
Death Date

DROP Ond Date
STAR Start Datle
STAR End Date
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L a8 cae 2 BNDoan BE @m
Cohy Date Specifications

| 1. Click Enter. || 12. Click save. |

LU group 1 Reguler State B Personoel ar  FAOY DFA

EE subgroup UL Employes 55N 2! ¥

Start 094212004 ('3 1241

10. Enter the Date. |

You will receive a message record
saved.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1042

Note: You MUST always have a Date type and Date
for Original Hire Date, Career Service Date, Latest
Hire Date and Leave Accrual Date. This includes all
employees, even extra-help and those employees
who are not eligible to accrue leave. Otherwise, the
employee’s record will error out during the payroll run.
Your agency will be required to correct the problem,
in order for that employee to be paid.
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e S SAP.

cae DNG N0 DE @R

Menu  Edit Fav

SAF Easy Access
BE| &S A8 2 - -

= {3 BAP standard menu}

1«0]

b [ Logistics
[ 1 Accounting
= {3 Human Resources
7 PEMOT - Wanager's Deskiop
< 3 Personnel Management
= 3 Administration
= 3 HR Master Data
. P |
g pan ersonnel Actions 1. Follow the menu path and double
2 PA20 - Display click on Personnel Actions or enter
g P10 Pereannel e PA40 in the command field and
- FastEntry
) PA42 - Fast entry: Actions press enter.
B [ Info System
B [ Toals
> [ Settings
1 Recruitment
1 Personnel Development
3 Benefits
1 Compensation Management
21 Personnel CostPlanning E‘
23 HR Funds and Position Management =

R

[ &> [ PRO (13 100y P2l sapapoe | INS
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RE-EXECUTE AN ACTION (PA40) - This procedure
provides instruction on how to re-execute an action if you
were not able to complete the entire action process. Any
Personnel Action can be re-executed.
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@& Personnel Actions
o 4. Click Execute.

Turner Quartez |
g
EEsubgroup U
OF /0512005
2. Re-enter the effective date of
the action. For this example, we
are using the hire date.

3. Select the Action. For
this example, we are
sing the Hire action.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 10-44
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Change Actions
(H B 2| D emews insa group | Changs in group

| Note: The system message will

Blo] indicate ‘Person already hired.’
Person. hired

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 10-45
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i _ﬂl1= Q@ ok DDhan BE @
Change Actions
8.2 | (G Exacun o grove ] | 2 Crango o roue |
: | 1ass]

ﬁ 7. Select Continue.
Organizaional assignment

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 10-46

Note: Validate the message that appears and
continue. The message may not always display the
same.
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I @ DHE anon BRI @m

Copy P i Data

8. Select Next record.
Name  Quatez .|

)
_DE/ZEI/EEIEM G 12431/9939

rrrrr

462-22-5656
12/24/1983
English @

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

NOTE: This record was created before the Action
was exited. Therefore, ‘Copy Personal Data’ is
reflected instead of ‘Create Personal Data.’
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. T —— ="
A eae H 0S50 008 ) EE 2m — |
Crexte Organizational A 3‘ "
am ‘ 15. Click Save. ‘
Personnel Slatus  Active
6N 4
Hart 1w 1213
1 perao:
barea OT,5td,HD
5. Area EFT OF FINANCE AND _

Parasa 11 Arkansas BHWeskly 09. Select work
2l L} / contract.

10. Select
Personnel Adm.

11. Select Time
Adm.

Directors Offioe

12. Select Payroll

Aionatatds — 13; Select Benefit Adm.
Benefts Asminstrator &= m.

| L [ETR {1} {515) [0 sapelr | OVR

AASIS Support Center, V3.0
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Note: The infotype indicates ‘Create Organizational
Assignment’. Therefore, this indicates that the Action was
exited before this infotype was created. Enter all
necessary information. Click Enter and then click Save.

You will need to complete the remaining infotypes in the
Action and save them.
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@ 2o e@o DNE DDOD BE @6 =3
SAP Easy Access

BB & &8 2.~

=3 Favoete
& wes -
o]
&
&
AP

@53

1. Follow the menu path and double
click on Maintain or enter PA30 in
the command field and press enter.

AASIS Support Center, V3.0 10-49
November, 2005, Gwinnett Orr

HOW TO DISPLAY THE COLA- This procedure provides
instructions on how to display the Compensation
Adjustment infotype 0380, annual COLA increase (Cost of
Living Adjustment). COLA is effective July 1, based on the
employee annual salary as of June 30.
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R |
= |
NE Dnoan AR Dm —
@m| Display HR Master Data
el Ry
Peesannelng. (11145 4.\;.:\
N GWINNETT L OFR
i B i PO 2. Enter personnel number
sstees SRS 14 Click on the overview|'
icon e, |, (L)
E. Period
o || & Pariod
L4 Fr.
Ly Today
Ly an
o ||| | From cur date
uuuuuuuuuuuu
| Cur period
i : B Choos
3. Enter 0380 in the infotype
e ——— direct selection field.
AASIS Support Center, V3.0 10-50
November, 2005, Gwinnett Orr

NOTE: DO NOT attempt to delete the COLA record on the
basic pay screen. This action MUST be performed by the

ASC staff in order to maintain the historical COLA records.
Contact the AASIS Help Desk @ 683-2255 for assistance.
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TROUBLESHOOTING NOTE #8
] | ensoge B2 lgae LEE DDOon AR @E

List Cor \tw\

= EmM sl 5. Click on EDIT on the toolbar
EE subgroup i 432-45 select CHOOSE.
[ cheoss F31 19999 5Ty
....... Fz |
|_|Aspusimens e |Planning Status o I

4. Select the record with valid
“from date” (07/01/04) to
View current year COLA
Percentage and amounts.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 1051

NOTE: The COLA- is not given to extra help employees. If
you decide to give an Extra Help employee an increase in
pay, a Change in Pay/Position Attributes personnel action
must be performed. The Reason Code on the Action
infotype (0000) should reflect 03 (Adjustment Correction).
The Reason Code on the Basic Pay Infotype (0008)
should reflect 01 (Within Range).
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m B Annual COLAadjustme .  Stalus
Adjusimenttpe  COLA  CostofLbing Adust.  Effective date

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
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6. Percentage increase amount
annual.
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